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Job Description
	Job title
	Administrator

	Department/School
	Institute of Coding, Department of Computer Science

	Grade
	4

	Reporting to
	Head of Operations

	Responsible for
	n/a

	Location
	University of Bath premises/home working  


	Job purpose

	The Institute of Coding is a national initiative, led by the University of Bath, which brings together a range of universities, industry groups, employers, training providers, outreach groups, and professional bodies to respond collaboratively to the UK’s digital skills gap. 

By delivering accessible, industry-focused digital skills courses and events across the UK, the IoC is encouraging more people to pursue digital/tech careers via higher education and has enrolled 900,000 learners to date.  With a focus on diversity and inclusion, the IoC is widening participation and ensuring that employers and individuals can access the skills they need to compete in the digital economy. 

The IoC’s offering of more than 150+ courses includes industry accredited degree schemes, skills intensive bootcamps, and flexible short courses that help people upskill and reskill to boost their employability.  

Our team culture

We are an inclusive, engaged and high-functioning team, with core values that include respectful collaboration, innovation, adaptability and agility. We are looking for someone who will help us to respond to the national digital skills gap, while enjoying the role and making a positive contribution to our internal culture.  

The work that we do is fast-paced and can be challenging, so it is approached through positivity and teamwork. Each member of the team plays a key role and their contribution is recognised and valued. Communication is considered essential – both within the team and with external stakeholders – and we strive to ensure that everything we do is purpose-driven and high quality.




	Source and nature of management provided 

	This post will be line managed by the Head of Operations, with day-to-day tasks split between the Head of Operations and Head of Marketing & Communications 




	Staff management responsibility

	n/a




	Main duties and responsibilities 

	The job duties and responsibilities listed below are intended to describe the general nature of the role.  The duties and responsibilities, and the balance between the elements in the role, may change or vary over time depending on the specific needs at a specific point in time, or due to changing needs and projects within the IoC.  



	1
	Data and information 

	a
	Assist with the gathering of data to support IoC targets from all partners, maintain records and ensure information is passed to relevant staff in a timely fashion. 

  

	b
	Assist with gathering data and information from partners to support the IoC’s marketing and communications. This will include compiling reports with information from social media and media monitoring and supporting with the generation of presentations and other material.


	c
	Work with partners to ensure that all events taking place across the IoC are listed on our website, advertised as appropriate and data is captured and reported back to the Central Team. 


	d
	Work with partners to ensure that all courses are listed on our website, advertised as appropriate and data is captured. 


	f
	Ensure compliance with GPDR and data security protocols


	2
	Team support 

	a
	Provide PA support to the Heads of Operations and Marketing as required, including setting up meetings, taking minutes, managing calendars and appointments. 


	b
	Act as point of contact for the project team and facilitate communications.


	c
	Provide general administrative support to the IoC Central Team. 



	d
	Provide support for events, including planning, participation and/or attendance in person/virtually



	3
	Consortium support 

	a
	Working closely with the Institute’s Coordinators (Administration, Operations, Marketing) ensure all IoC consortium partners follow administrative, operational and marketing policies and processes 



	b
	Support IoC consortium partner queries, working with staff in those organisations to make sure they can comply with central guidance. 



	c
	Liaise, communicate, and build strong working relationships with staff across IoC partners. This role will require close teamwork with IoC staff across the consortium, and engagement with staff at senior levels and external stakeholders.



	4
	General administration 

	a
	Support financial processing for purchases using the University of Bath finance system, Agresso.



	b
	Administer IoC mailboxes to ensure all incoming communications are dealt with quickly and professionally. 

	c
	Maintain consortium mailing lists and manage access to and content of consortium shared files. 



	d
	With other members of the team, support and service IoC’s Governance Boards. This will include taking minutes, recording decisions and ensuring actions are carried out.



	e
	Prepare and distribute summary and detailed data as required to staff, Boards and stakeholders




	Special conditions 

	The post may require occasional travel and overnight stays 




Person Specification
	Criteria:  Qualifications and Training
	Essential
	Desirable

	Educated to GCSE level or equivalent qualification or experience including English Language and Mathematics

	x
	

	Educated to A level (or equivalent)

	
	x


	Criteria:  Knowledge and Experience
	Essential
	Desirable

	Experience in an administrative role in a busy office environment

	x
	

	Experience of handling data and information 

	x
	

	Experience of recording, storing and archiving information and data

	x
	

	Experience of mailbox management 

	x
	

	Experience of compiling reports 

	
	x

	Experience of servicing meetings

	
	x

	Experience of administering websites

	
	x

	Experience of writing for different audiences

	
	x

	Experience using different social media sites

	
	x


	Criteria: Skills and Aptitudes
	Essential
	Desirable

	Strong attention to detail
 
	x
	

	Good communication skills – written, over the phone and in person 

	x
	

	Skilled with Microsoft Office Suite 

	x
	

	Experience of organising own workload, and keeping to deadlines 

	x
	

	Ability to work as part of a team, as well as on own initiative

	x
	


	Effective Behaviours Framework
The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:

Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.

  

	Delivering excellent service:

Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.

  

	Finding innovative solutions:

Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.

  

	Embracing change:

Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.

 

	Using resources:

Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.



	Engaging with the big picture:

Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.

  

	Developing self and others:

Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.

  

	Working with people:

Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 

  

	Achieving results:

Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.

  


